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Introduction

MIS2000 is the database used for the Alaska Migrant Education Program. MIS2000 is a
firebird-based, Microsoft Windows-compatible, database program which stores all COE and
enrollment information for Alaska’s migrant students. MIS2000 was developed by MS/EdD
of Little Rock, Arkansas, and has been adapted to meet the unique data needs of Alaska’s
Migrant Education Program.

The data held in MIS2000 is used for all migrant eligibility decisions. All information
regarding enrollment and withdrawal dates, supplemental program information, and
family contact information is contained in MIS2000. Further, the database is used by the
program to complete federally mandated reports and to allocate funds to school districts.
All data entered into MIS2000 comes from the COEs submitted to the district by migrant
recruiters.

Portions of this user guide were adapted from the MIS2000 Online Manual developed by
MS/EdD.

For more information on MIS2000, general questions, further assistance, or to report a
problem, please contact the Migrant Education Office (MEO).
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Important First Steps

As soon as records managers return to their district after Fall Training, they must log on to
the computer that houses the MIS2000 database, check for upgrades, and upload changes
(even if there is not current information to upload).

Records managers must complete this first step within two weeks of attending training.
This is very important. Records managers need to make sure they are able to complete
uploads and check for upgrades. If this procedure is not done, the database may not allow
records managers to upload COEs to the MEO; this will delay eligibility for students.

1. Opening and Closing the Database:

e Either double click on the MIS2000 icon on your desktop or open the program
from the Start Menu. The last screen you worked on in MIS2000 will appear.
Make sure CAPS are locked (all data must be entered in capital letters).

e C(lose the program by clicking on the “X” in the upper right corner of the screen.
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Upload Changes

The State migrant database is located in Juneau and housed on the Department of
Education & Early Development’s server. For COEs to be reviewed and approved by MEO,
they must first be uploaded from the district database to the main State database. To
upload changes, follow the procedure below.

1. Go to the “Procedures” drop down menu and select “Upload Changes.” The upload
status window will appear.

2 MIS 2000 - AK4 =
Fecord :-E'T\D;.'MI.I.M‘I.: Reports  Prefererces COE Go o Wiew Help
COE heass Ervc T adarati o [0E Os
- Create Mew COE o
Searchi4 Fillaris 'Wihoianw, Al 1951585

Skt
mials  MamSP 1SR o o Reve "

Come B Coder
SO Masianance.

Configure Repons

Uptnad Changes
Chck Foe Lipgrades
Bachup Dantabune,
Snapsrat Dperatians
Dragnoatics

e COMMETES

Chid Dt Famdy Data | e Data | Codmimmerals

2. Press the Begin Upload button.

Upload Status

Begin Upload ] l Close Save Resulis
Print Results

-~
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e When the upload process has finished, one of two messages will appear. If
running Upload Changes was successful, the following message will appear:
“Your Upload has completed successfully.” Following a successful upload,
MIS2000 will look for upgrades. If upgrades are available, MIS2000 will begin
downloading upgrades. Following the installation of upgrades, users should
restart their computer before continuing with MIS2000 (see Check for
Upgrades).

e If running Upload Changes was unsuccessful, a status report and error
message will appear. When this occurs, please take a screen shot of error
message and email to the MEO.

-

Confirm

=)

‘i
e

Unable to connect to server.
Connection refused.

Would you like to try to connect again?
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Check for Upgrades

It is important to run “Check for Upgrades” at the start of the recruiting season and
periodically throughout the year. To check for upgrades, follow the procedures below.

1. Go to the “Procedures” drop down menu and select “Check for Upgrades.”

T 1S 2000 - AKA T—= =
FRecord IP'mna:Iu.rHI Reports  Prefererces COE Go Wiew Help
COE hearss Erv e C0E O
Search Follaees 'WWaholeaw, - .ﬂltl.lh foreate Mow COE A4 181556
oA . e 50, 1 1:54043 PM Pty P R, -
Cnﬂll Ei Code
S04 Masnenance.
Configure Repos
Upioad Changes
Check: o Lipgrades
Bk Datnbase,
Snapangt Opsrathans
Drasynodtics
St COMMments
i hie] [Hita Famiy Dot | puallyrg Daa | Comaneais
The following status window should appear:
MIS 2000 is Checking for Updates EXE

Updates Available

Cancel
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2. When the updates process has finished, one of two messages will appear:

e If running Check for Updates was successful, the following message will
appear: “Updates completed.”

e If running Check for Updates was unsuccessful, the following message may
occur: “Failed to connect to server.” Please take a screen shot of any error
message and email to the MEO.

MIS 2000 is Checking for Updates e

Updates Available
Cancel

7

A

=

X
Failed To Connect To Server: Unknown Error
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Getting Around the Database

The next several pages will cover the different views of the database and the associated
tabs.

There are two main parts to the database: the Student View and the COE View.

e COE view is where all New Move COEs are entered.

¢ Student View is where No New Move COEs are entered. For more information on No
New Move entry, see page 24.

e To switch between the COE View and Student View use the “Go” drop-down in the
upper menu bar. *Double check to make sure you are still looking at the same student

data.

3 MIS 2000 - AK4 o~ =B -
Record Procedures Reports Preferences COE Go Yiew Help

COE Data School District Name h ear COE IDs

LAKE AND PENINSULA BORC 11/12 ) KA. 91545
= atus

(][] (> ][] [#][=] ﬁroegrtrggglzslznll 1:54:43PM  Ready for Review[w | (]

Comments

State Comments

[ chid Data | [ Family Data | Qualfying Data [ Comments |
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Student View

School History Tab

55, 2000)- AKO-2 - [B]X]
Record Procedures Reports Preferences Go  Wiew  Help
Student Data GAFFANEY--, KRISTINE DENISE Student IDs
Sex Birthdate Age Ver Race Cont Svee
EaciStcent F ()| |titiese |18 07 =] [white (Caucasian) = = @
E] Designated Graduation School
(=) (=] = ][] ] AK State ID 0000000000
Termination Term Date Grade Created: 37202012 1:51:18 PM
11 Modified: 3/20/2012 2:25:06 PM
SChOOI H|St0ry Created: 3/20{2012 1:51:21 PM Modified: 3/20/2012 2:25:06 PM
School Name QAD Residence Date Sort Date School Year
ALASKA DEPARTMENT OF EDUCATION [+)|rzizoi1 | |7i4/z011 anszm iz [+
Enroliment Date \Withdraweal Date Type  Grade Type Date LEF IEF Irim Avail Med Alert
9/1/20m R E] 11 E] Termination E] E] E] E] E]
Eligibility Approved Date Ineligible Because Schaool History Updates
Eligible [+]||3tenjz012
(riew it e ) (=)
QADDate  |ResDate  |EnvollDate [withdraw Date |Grads |COE 1D District Mame Fariltty Mame
I
[SQf)oofLﬁsrory] [ Priority For Srvc ] [ Supplemental ] [ Credit Accrual ] [ Tests

The “School History” tab of the Student View includes all migrant school history data for
migrant students. This screen is where No New Moves are entered, enroll and withdrawal
dates are viewed, current school enrollment and previous school history is available, and
termination codes and dates are entered and viewed.

Termination Codes

Code Definition
Deceased
Graduation
Moved
Parent Refusal
Drop Out

ozZz=2o0UC
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School History Updates Box

“School History Updates” box: This box is provided to add comments for a No New Move.
Comments should pertain to school history or family information. To enter comments,
highlight the school history line for the school year to which the comments apply and click
in the updates box.

Example: “Student is attending school at Mt. Edgecumbe.”

5 MIS 2000~ AKO-Z =13

Record Procedures Reports Preferences Go  Wiew  Help

Stucdent Data GAFFANEY--, KRISTINE DENISE Student 1Ds
Sex Birthdate Age Yer Race Cont Sves
geachibticent F (=) [tisse 16 (o7 ()| |white (Caucasian) = = a0
E] Designated Graduation School
(=) (=] = ][] = AK State ID 0000000000
Termination Term Date Grade Created: 3/20/2012 1:51:1&8 PM
11 Modified: 3/20/2012 2:25:06 PM
School H|St0ry Created:3/20{2012 1:51:21 PM  Modified: 3/20/2012 2:25:06 PM
School Name QAD Residence Date Sort Date School Year
ALASKA DEPARTMENT OF EDUCATION (=] ef1zjzo11 | |7j4jz011 sz npz [+
Enroliment Date Withdravwal Date Type  Grade Type Date LEF IEF I Avail Fed Alert

9/1/20M R (=1t [¥] Termination| [¥] — | (= [+]
Eligibilitsy Approved Date  Ineligible Because
Eligible 3jz0fz012

(ensiie ) #)=)

QADDate  |ResDate  |Envoll Date |withdraw Date|Grade|coE ID |District Hame Facility Mame

[Sd)aafﬂfstary] [ Priority For Srvec ] [ Supplemental ] [ Credit Accrual ] [ Tests
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Priority For Service Tab

% MIS 2000)- AKO-2 M=k

Record Procedures Reports Preferences Go  Wiew  Help
Stucdent Data GAFFANEY--, KRISTINE DENISE Student IDs

Sex Birthdate Age Ver Race Cont Svee PFS 0000000000
EaciStcent F ()| |titiese |18 07 =] [white (Caucasian) = =

Designated Graduation School
E] AK State ID | 0000000000
Termination Term Date Grade Created: 37202012 1:51:18 PM

11 Modified: 3/20/2012 2:28:06 PM
Student School Year Data

School Year PFS Stark Date PFS End Date
1112 (=] |ai1jzo11 Jista0i1z2

#H

School Year |PFS Start Date |PFS End Date

School History ][PrforﬂyforSrvc][ Supplemental ][ Credit Accrual ][ Tests

The “Priority for Service” tab contains all information regarding students’ Priority For
Service status. All students meeting the requirements of the Priority For Service definition
(definition and procedure included on pages 86-88 of the Harvest Manual) will be flagged
on this screen. This screen is updated by MEO and cannot be changed by district staff.
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Supplemental Tab

=% MIS, 2000 - AKO-2 M (=]E3
Record Procedures Reports Preferences Go  Wiew  Help
Stucdent Data GAFFANEY--, KRISTINE DENISE Student IDs
Sex Birthdate Age Ver Race Cont Svee 0000000000
EaciStcent F ()| |titiese |18 07 =] [white (Caucasian) = = @
E] Designated Graduation School
(=) (=] =] (1) ] AK State ID 0000000000
Termination Term Date Grade Created: 37202012 1:51:18 PM
11 Modified: 3/20/2012 2:25:06 PM
Add Group of SPs
Supplemental Programs SP Group SP Group Description
Program Code E] E]
Reading by Teacher E] B E]
StartDate  End Date Start Date  End Date
=0 (9201 [s/2002m2 0 | S

SP Code |Start Date |End Date |SP Text Enroll Date |Withdraw Date |Type |Grade |E|igib|e Code|District Mame Facility M

Lock Enrollment Window
[ School History ] [ Priority For Srvc ] [ SQppEmentaf] [ Credit Accrual ] [ Tests

The “Supplemental” tab shows both the supplemental program (SP) information for
students and their corresponding school history information. This screen is helpful for

viewing SPs from the previous year. Supplemental programs are the services each district
provided to their eligible migrant students during the school year.

Although SP information can be added from this page, it is recommended that SPs be added
using the Mass Withdrawal procedure at the end of the year. The Mass Withdrawal
procedure requires districts to supply the services provided to their migrant students in a
spreadsheet that is provided by the MEO. More information on Mass Withdrawal will be
offered in spring of each year through a Mass Withdrawal Webinar.
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Credit Accrual Tab

WIS 2000 = ARD=2

Record Procedures Reports Preferences Go  Wiew  Help

Student Data GAFFANEY-., KRISTINE DENISE

Cort Sves PFS

Sex Birthdate Age Ver Race
|F E]Hmnggs |16 |0? E]Hwhite(cc-.ucasian)

]l

(= , .
Designated Graduation School

(<)) | =

Termination

Term Date Grade
11

Created: 37202012 1:51:18 PM
Modified: 3/20/2012 2:25:06 PM

Student IDs

(«][]

Ak State ID | 0000000000

Course History

Subject Course Name Course Type Course Section  Term Type

|MATH @| |STATISTICS B| |H0n0rs B| |Fu|| wear B| |Fu|| school year @|
Clock Hours — Grade To Date Credits Granted Final Grade

=0 For Partial Credit Completed Courses Cnly

Subject Course Type |Section Withdraw | Type [Gr |Facility

DEPARTMENT OF EDUCATION

(<]

Created: 3/20/2012 2:31:53 PM Modified:

Lock Enrallment Window

[ School History J [ Priority For Srvc ] [ Supplemental ] [Q‘ecﬂdmuaf] [ Tests ]

The “Credit Accrual” tab shows the most current and previous course history for students
in grades 9-12 only.
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Tests Tab

MIS 2000/ AKO-2 H=1E3
Record Procedures Reports Preferences Go  Wiew  Help
Stucdent Data GAFFANEY--, KRISTINE DENISE PFS Student IDs
Sex Birthdate Age Ver Race Cont Svee 0000000000
Search Student |F B| |1,|’1.|’1996 |1E‘ |D? B”White {Caucasian) E” El E@
(= , .
Designated Graduation School
SOOI g
Termination Term Date Grade Created: 37202012 1:51:18 PM
11 Modified: 3/20/2012 2:25:06 PM
Test Data Bt
Mame Code Score  (MMYYYY)  Interpretation
|HIGH SCHOOL GRADUATION QUALIFYING EXAM E]| |HSGQE E]H ||04;2012 ||Passed E]|
=B
Test Mame Admin Date  |Inkerpretation Score Result

Enroll Date
011

<]
4]
=]

Lock Enrallment Window

[ School History J[Priority for Srvc ][ Supplemental ] [ Credit Accrual ][ Tests ]

The “Tests” tab shows the student’s assessment data, such as SBA and HSGQE results.
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COE View

~% MIS 2000)- AKO-2 Ji[=]E3
Record Procedures Reports Preferences COE Go Wiew Help
COE Data School District Name School Year COE IDs
STATE OF ALASKA NOM PROJEC(]| (11/12 [¥] Create New COE
Search COE o AK0-11-54705
Created: 3(20/2012 1:50:43 PM . [«][»]
(= E Modified: 3/20/2012 1:54:39 PM Active &3
Child Data
Ak, State ID Last Mame Last Mamez Firsk Mame Middle Suffix
0000000000 GAFFAMEY - KRISTIME DEMISE
DOE Age  Sex ME EE Birth City Birth State Ver
yijieee (16 ||F [+]|v [+t [¥])|/5AMDIEGO lca (=) o7 [+
School Mame Enr. Date Grade  Type  School Year
ALASKA DEPARTMENT OF EDUCATION (=] w2011 1 [+]|r [(#1nz [+
Eligibilitsy Approved Date
Eligible [+ [3iz0jzm1z
Last Mame |First Mame |Enr0|l Date |Facility Marme |Grade |
Skudent IDs
AKO0-43773
Mew Enrollment
Remave Enrollment
Update Record
Lhifd Bata ][ Family Data ][Qualifying Data ][ Comments

The “Child Data Tab” in the COE View of MIS2000 is the starting point for entering New
COEs and contains the information from the Child Data section of the hardcopy COE. The
tab includes demographic information for each child on the COE such as the child’s name,
grade, date of birth, age, gender, birth city, current school, enrollment date, enrollment
type, and Alaska student ID. The tab also contains the eligibility status field; this field is
updated by MEO.

Notes:

o Alaska State ID requires 10 digits and is the number given by the State of Alaska to all
students enrolled in school. If the student is not enrolled in school, an ID starting with
“AK” will be automatically given by MIS2000. *Please make sure to check the Alaska
Student ID System (ASIS) database to verify the student does not have an
assigned Alaska State ID before allowing MIS2000 to generate one.

e Enter the student’s full middle name, not just an initial. COE approval cannot be
completed without the full middle name. If the student does not have a middle name or

only an initial as the middle name, you will need to enter a comment in the Comments
section.
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Family Data Tab

S IMIS 2000 AKO=D) B[
Record Procedures Reports Preferences COE Go Wiew Help

COE Data School Districk Mame School Year COE D=

STATE OF ALASKA NON PROJEC(w] (11712 [¥] Create New COE
Search COE = AKO-11-34705
Created: 3/20{2012 1:50:43 PM . ]

=X Modified: 3/20/2012 1:55:33 PM fictive E3

Family Data

Male ParentfGuardian Last  First Female Parent/Guardian Last First

STANFORD LEE STRAWN MARY

Current Address Ciky Skate Zip Fhone

121 MAIN STREET JUMEAL (=] |#k (]| 99801 (907)465-5531

Mailing Address Ciky State Zip

POBOY 121 JUMEAL (=] |ak (=] 29502

Child Data ] [ Famidy Data ] [ Qualifying Data ] [ Comments

The “Family Data” tab contains the information from the Family Data section of the
hardcopy COE. This includes parent/guardian names, both the physical and mailing
address, and phone number.
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Qualifying Data Tab

SHMIS 2000, - AKOED)

Record Procedures Reports Preferences COE Go Wiew Help

COE Data School Districk Mame School Year
STATE OF ALASKA NON PROJEC(w] (11712 [¥] Create New COE
Search COE Shatus
Created: 3/20/2012 1:50:43 PM "
(= WModified: 3/20/2012 2:20:02 PM fictive E3
Qualifying Data
From School District Ciky State  Counkry
JUNEAU CITY SCHOOLS (=] |umERU [+ &k =]z (=]
To School District Ciky Skate
ANCHORAGE SCHOOLS [+] |amMCHORAGE [=)||& (=]
Children Moved Worker Mame ‘Worker is the child's Worker Moved On Child Moved On
WITH THE WORKER (]| |LEE STANFORD PARENT =
Qualifying Arrival Date Residency Date Moved To Obtain If wworker did not obtain gualitying work,
&/12/2011 71412011 [+ | the warker
Type of: Gear|Ackivity
SET METTIMNG
- E] Additional Moves
Type of i Catch/Crop/Logging camp additional Moves
SALMON E] From To Might= Signatures
2
Temp/Seas AgrifFish QWA Date Llsfifz011  J|6fsf201l  |[2 [¥]Parent
s [ F E] 2 Inkerviewer
3 SEA Reviewer
Personal Subsistence
The work was temporary based on +
5
Child Data ] [ Farnily Data ] [GuaWyMgData] [ Comments

AEE

COE D=
AKD-11-54708

(<]

The “Qualifying Data” tab contains the information from the Qualifying Move and Work
section of the hardcopy COE. In addition, it contains check boxes for the required
signatures (parent, interviewer, and designated SEA reviewer), as well as the residency

date (located in Child Data section of the hardcopy COE).

Note: The signature boxes should only be checked when you have the actual signatures on the

original paper copy COE.

Alaska MIS2000 User Guide 2012-2013
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Comments

S IMIS 2000 AKO=D) B[
Record Procedures Reports Preferences COE Go  Wiew  Help
School Districk Mame School Year
CI0E 1Dz
COE Data STATE OF ALASKA NON PROTEC]| [11/12 [+]
Created: 3/20/2012 1:50:43 PM "
(=) Modified: 3/20/2012 2:25:26 PM fictive £3 )

Comments

THE FISH CALIGHT HELPS LIS LOWER OUR GROCERY BILL, THE MORMEY SAWED ON GROCERIES HELPS TO PAY THE HEATING AND ELECTRIC BILLS

THROU(liHT THE WINTER MOMTHS. IF WE DID NTC HAYE THE FISH WE WOULD NOT EE AELE TO PAY THE HEATING AND ELECTRIC BILLS, MP
9/12/11

Skate Comments
PLEASE WERIFY THE STUDENT'S MIDDLE MAME AND ENTER STUDEMT ID. TR 9/16/11

[ Child Data ] [ Farnily Data ] [ Qualifying Data ] [ Iy i ]

The “Comments” tab includes two boxes. The first box is for comments from the hardcopy
COE, and the second for comments from the MEO, “State Comments.” The State comments
are direct correspondences from the MEO concerning changes and corrections that are

needed on the hardcopy COE in order for an eligibility determination to be made. Districts
do not have the ability to write in the “State Comments” field.

TY pes of comments in the Comments section are:

o Economic necessity statement

o Pole fishing verification statement

o (Clarifying student information, such as:
= Attending School at... (Mt. Edgecumbe, etc.)
= Repeating a grade ... (1, 3, 12, etc.)

= Names of family members living in same household who did not go on the
move

Student does not have a middle name or only an initial

o Qualifying worker name, address, and phone number (if they do not live in the same
household as the children)

o Map is attached verifying worker and children both moved more than 20 miles
(15K+ school district moves)
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Search Student Button

IMIS 2000, - AKO-2 M=k

Record Procedures Reports Preferences Go  Wiew  Help

Data GAFFANEY--, KRISTINE DENISE Student IDs
T D Sex Birthdate  Age Ver Race Cont Sves oooooooooo|
Search Student |F E]| |1,|’1.|’1996 |1E‘ |D? E]”White {Caucasian) E]” E]l E]E]
é]rE]E\]E] Designated Graduation School o @
| S at= 1D [0000000000 |
Termination Term Date Grade Created: 37202012 1:51:18 PM
11 Modified: 3/20/2012 2:25:06 PM

Schoo' H|story Created:3/20/2012 1:51:21 PM  Modified: 3/20/2012 2:25:06 PM

School Name QAD Residence Date Sort Date School Year

|ALASKA DEPARTMENT OF EDUCATION E]Hsnz;zon | |?;4;2011 | |9£1£2011 ||11;12 E]|
Enroliment Date \Withdraweal Date Type  Grade Type Date LEF IEF Irim Avail Med Alert
Bz | R &1t (=) Termination [+]] | & & = &
Eligibility Approved Date Ineligible Because Schaool History Updates

|E|igible E]Hs;zu;zmz |

(ewsHime) @)=

[SQf)oofLﬁsrory] [ Priority For Srvc ] [ Supplemental ] [ Credit Accrual ] [ Tests

To search for specific students, go to the Student view of the database and click the “Search
Student” button located in the upper left corner of the screen.
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Clicking the “Search Student” button will bring up the following dialog box:

StudentSeanch

Hey Data | District/Faciity | SOL | Studert List | Batch Search | Snap

Last Mame Last Mame2 First Mame iciclle Student 1D (Exclusive)
Birthdste  Birth City COE D (Excluszive) =
[ Do Search For Child
Male Parent Female Parent
Last Name First Mame Last Mame First Mame
LASTMAME FIRSTMAME (Micldle STUDENTID GRADE Facility 10 FACILITYNAd [al] |Elir‘th City |Father Last |Fa1

There are six tabs across the top of the Student Search screen. Of these, the following three
are useful:

= Key Data - This tab allows you to search your database and the State database.
= District/Facility - This tab allows you to search your database by district or facility.

= Snap - This tab allows the user to select students based on a preexisting Snap
report.

For more information regarding the other tabs, contact the MEO.

Note: If you believe that a student should be in MIS2000, but you cannot locate them using
the student search, please call the MEO for help.
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Entering a New Move or New Student COE

in Ten Steps

To enter a New Move or New Student COE, follow the steps listed on the next pages.

1.

From the “Child Data” tab of the COE view of the database, click “Create New COE.” A
blank child data screen will appear.

The next step is to add students to the COE. To begin adding students, click the “New
Enrollment” button located along the right side of the screen.

Clicking the “New Enrollment” button will open a “Student Search” dialog box and
will also generate a COE ID number in the “COE IDs” box. Write the generated COE
ID number on the hard copy COE in the “COE ID#” space.

In the “Student Search” dialog box, enter the student’s first and last name and click
“remote search.”

If the student is found: Highlight the student and double click on the highlighted
name. This will close the dialog box and pre-populate the first two rows of boxes on
the “Child Data” tab. Check to make sure the hardcopy COE information matches the
information pre-populated by MIS2000. If the information conflicts, change the
information in MIS2000 to match the hardcopy.

If the student is not found: Click “New Child.” Selecting “New Child” will close the
dialog box. Enter all demographic information from the hard copy COE into the first
two rows of the “Child Data” tab.
= [f you feel the student should already be in MIS2000 but you did not locate
them under student search, please contact the MEO for help. This will help
prevent duplicate students in MIS2000.
Enter the school name, grade, as well as the enroll date.
= If the student is not enrolled in a school in your district, you will leave the
enroll date blank. For more information on this, see the Recruiters Guide or

Harvest Manual.

When all information is entered, click the “Update Record” button located on the
right side of the screen.

Continue steps 2-5 for each child on the COE.
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8. Click on the “Family Data” tab. On this tab, enter all information from the Family
Data section of the hardcopy COE.

9. Click on the “Qualifying Data” tab and enter all information from the Qualifying
Move and Work section of the hardcopy COE. In addition to all the information from
the Qualifying Move and Work section, this tab also includes information from other
portions of the COE such as the Residency Date (Child Data section) and the three
required signatures: parent, interviewer, and SEA designated reviewer.

10. Click on the “Comments” tab located at the bottom of the screen. In the Comments
box, enter all comments found in the Comments section of the COE, including
recruiters’ initials and dates.

After all the comments are entered, COE entry into MIS2000 is complete. To start on the
next COE, return to the “Child Data” tab and click the “Create New COE” button. When
finished with COE entry for the day, make sure to upload changes to the state server. To
do this, follow the instructions from pages 4-5 of this guide.

If mistakes are made during COE entry, please contact the MEO. In nearly all cases,
mistakes made during COE entry can easily be rectified by MEO staff. However, if
mistakes are not pointed out, they can lead to incorrect data reporting and corrupted
data.
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New Move /New Student COE

Below is an example of a completed New Move/New Student COE. Notice the COE ID
number is AK0-11-84708. This is the number that will be written in the COE ID field on the
hardcopy COE.

L 1 w alzizle L 2 . .'
S ISR DNEEAKO=P) | =13
Record Procedures Reports Preferences COE Go  Wiew  Help
COE Data Schiool Districk Mame Schoal Year COE D=
STATE OF ALASKA MOM PROJECE] 1112 E] Create Mew COE
Search COE o AkD-11-54708
= atus
Created: 3/20/2012 1:50:43 PM ’ —

()= WModified: 3/20/2012 1:54:39 PM fictive &3 —
Child Data

AF State ID Last Mame Last Mame2 Firsk Mame Middle Suffix

0000000000 GAFFAMEY - KRISTIME DEMISE

DOE Age  Sex ME EE Birth City Birth State Ver

yijieee (16 ||F [+]|v [+t [¥])|/5AMDIEGO lca (=) o7 [+

School Mame Enr. Date Grade  Type  School Year

ALASKA DEPARTMENT OF EDUCATION (=] wijz011 1 [=]|r =1z [+

Eligibilitsy Approved Date

Eligible [+]| |31z0jz012

Last Mame |First Mame |Enr0|l Date |Facility Mame |Grade |

Student IDs
AKO0-43773
Mew Enrollment
Remave Enrollment
Update Record
Lhifd Bata ] [ Farnily Data ] [ Qualifying Data ] [ Comments
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Entering No New Moves

When a child is listed on a No New Move COE, a new student history line is required. Follow

the steps below to enter a new student history line.

SHMISRZ00E VK=Y
Record Procedures Reports Preferences Go  Wiew  Help
Student Data GAFFANEY--, KRISTINE DENISE
Sex Birthdate Age Yer Race Cont Sves
geachibticent F (=) [tisse 16 (o7 ()| |white (Caucasian) = =
%E]E]E] Designated Graduation School
Termination Term Date Grade Created: 3/20/2012 1:51:1&8 PM
11 Modified: 3/20/2012 2:25:06 PM
School H|St0ry Created:3/20{2012 1:51:21 PM  Modified: 3/20/2012 2:25:06 PM
School Name QAD Residence Date Sort Date School Year
ALASKA DEPARTMENT OF EDUCATION [+ ef1zjzo1 | |7j4j2011 siamm nfpz [+
Enroliment Date Withdravwal Date Type  Grade Type Date LEF IEF I Avail Fed Alert
94142011 R (=1t [¥] Termination| [¥] & & & (¥
Eligibilitsy Approved Date  Ineligible Because School History Updates
Eligible [+ 3fz0f2012
Mew SH Line | (4 ](=]
QADDate  |ResDate  |Envoll Date |withdraw Date|Grade|coE ID District Name
|
[Sd)aafﬂfstary] [ Priority For Srvec ] [ Supplemental ] [ Credit Accrual ] [ Tests

B [=]EY

Ak State ID | 0000000000

Facility Mame

In the Student Data view, type the student’s Alaska Student ID in the Student ID box in the
top right corner and press the enter key. If the student does not have an Alaska Student ID,
select the “Search Student” button and search for the student by last name.

Note: If you feel the student should be in MIS2000 but you did not locate them under
student search, please contact the MEO for help. This will help prevent duplicate students

in MIS2000.
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To enter a new School History Line on a No New Move, follow these steps:

1.

w

Once you have located the student and are on the correct Student Data screen, click
on the “New SH Line” button.

In the School History panel, enter the student’s School Name, Enrollment Date, and
Type (R for regular year, S for summer).

Enter any comments in the School History Updates box.

Click the “ v ” button. If everything was done correctly, a new school history line will
appear in the bottom panel. This completes the process of entering a No New Move
COE for this student.

Repeat this process for all No New Move students. Remember to upload changes
before closing MIS2000.
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Pop-Up Messages

The MEO has implemented a series of pop-up messages throughout MIS2000 in an attempt
to avoid common errors with data entry and to ensure the fidelity of historical data. A few
of the pop-up messages are described on the following pages. For additional questions

regarding pop-up messages, please contact MEO.

Student Data Screen

When making any changes on the student data screen, a warning pop-up message will
appear. This is to ensure that no changes are accidently made by users. Additionally, school
history information from prior school years is locked and cannot be changed. To add a new
school history line or to make changes to the current school history line, simply click “Yes”

in the warning pop-up message box.

b

Student Data [Esfit Mame] GAFFANEY -, KRISTINE DENISE PFS

Sex Birthdate Age Wer Race Cont Svos

SEsichisicen F [ tirooe 16 (07 ]| white (Caucasian) = =

E] E]E] Designated Graduation Schaol

Termination Term Date Grade Created: 3[20/2012 1:51:18 PM
11 Modified: 3/21/2012 10:34:30 AM

SChOUl HIStOI'y Created: 3/20/2012 1:51:21 PM Modified: 3/20/2012 2:28:06 PM
Schoal Mame QaD Residence Date Sort Date School Year

ALASKA DEPARTMENT OF EDUCATION 6/12j2011 | |7/4/2011 gz ez [+
Enrolliment Date Withdrawal Date Type  Grade Type Date LEP IEP Imm Avail Med Alert
9717201 Rk [+ 11 [+] Termination [¥] = =
Eligibility Approved Date Ineligible Because School History Updates

Eligihle (=] 32012012

MNew SH Ling E]E]

GADDote  |ResDote  |Envol Date |withdrow Date |Grads | C0E 10 District Hame Fality Hame

SonTnm|

:.’/ Edit Current SH Line 7

Tes
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COE Data View

When entering COEs, there are a series of pop-up messages that will appear if information
is entered incorrectly. The system will not allow incorrect COE information to be entered.
This ensures that information entered and uploaded to the State is complete and correct.
Additionally, COEs from previous years cannot be changed. Older COEs are considered
historical information and cannot be changed.

\" MIS 2000 (Firebird) - AK75
Record  Procedures Reports  Preferences COE Go Wiew  Help
COE Data School Districk Mame District Code School Year

COEIDs
[atazka scHooL pisTRICT  []][akaksD StavtL!lu?ms || [Ccreate ewcoe | I:AK?S-DT-?351 .
= Created: 7/13/2003 9:16:13 AM i 4

I M?d?fieed:?§13;2009 2122121 &M (aiE S >)
Child Data

Ak State ID Last Mame Last Mamez2 First Mame Middle Suffix

|0003434333 ||DANIELS i |[sTEvEn |[305EPH |

DOB Age  Sex ME EE Eirth City Birth State Ver

fonwz |17 [m @V @ l[semre ElENERENE]

Schoal Marme Err. Date Grade  Type

|ALASKA MIDDLESHIGH SCHOOL E]| |af2312007 ||10 E]| ‘R E]|

Eligibiliky Approved Date

|E|igible = ||7,i13;’2009 |

Lask Marne First Mamne

ALASKA MIDDLE/HIGH 5¢

MIS 2000 Student IDs

AKD-37249

e This COE data is locked. Updates can only be added to the comments field, -

Please contact the Alaska Migrant Education Office regarding any other changes. E]
Iew Enrollment

Remave Enrallment
__Update Record

[ Chifd Bata ][ Family Data } [ Qualifying Data ] [ Comments ]

Creates a new school history and adds it ko this COE.
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Migrant Reports

Records managers must run several required migrant reports throughout the year. All
reports are run in MIS2000 and can be printed or saved in Excel. Many of the annual
reports must be printed, filled out, and submitted to the MEO by a specific deadline. The
monthly reports are for internal use in order to ensure quality control of migrant student
records. Additional reports may be run in response to school district or MEO requests, or
for special projects. The following are details for commonly used reports.

Reports can be run by the school district or MEO. School district staff are more than
welcome to contact their ID&R Specialist at the MEO to request reports. Upon request, MEO
staff will run reports for a district in any format.

How to Run a Report

Reports in MIS2000 are called Snap reports. To run a Snap report, go to the “Reports” drop
down menu and select “Snap! Reports...” In the dialog box that opens, you will have the
option to select a report, select a filter, and enter a date range.

WIS 2000,Snap Reporits X

. Select Report
l | e 3

—- SELECT REPORT ---
=== Archive —

=== Eligikle
=== Internal Reports
2 DO0REWY FALL TRAIMIMNG iparizon, — then your values...

O0Mazs Withdraseal Fix
re=ess than]

) »= [greater than)

1<% [not equal
gis n[u" qual &dd Filer
O ot

) between

Thiz repart uzes a date
range:

Start Date  End Date
oAt S
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For the report below, a district filter is needed. To enter your district filter, highlight
“District. DISPLAYCODE” in the left column. Then, moving right, select the “=" button, enter
your district code, and click on “Add Filter.” When the filter is added it will appear in the
box to the left of the date range. Next, enter your date range. Finally, click on “Run Reports.”

Vs 2000 ShaD BEenorts
4..J_A LU DA J._r.'Jf.J

. Select Report
l 12 Monthly-Eligible by District

%]
& 3 [CEmmee

our D Filkers
Pick. a field,

District. DISTRICTCODE
Facility. FACILITYID

then a cumparisun,W

®-

= AfJxH
() <= [lezs than) i
() »= [greater than)

) < [not equal)

&dd Filter

iz nul
) is not aull l
) between

Thiz repart uzes a date
range:

Start Dlate  End Date
g/ S

NOTE: Districts should run all reports using the District Display Code (some Snap
Reports only allow this option). A list of Alaska’s District Display codes can be found

on page 33.
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Types of Reports

1. Eligible Student List

Purpose: This report shows all the eligible migrant students in your district. The list
can be organized by school and used as a “lunch list” to track students not attending
school and note family changes.

Run: Snap 12 Monthly Eligible by District
Dates: Run for past three years (start of school in 09/10 to end of school in 12/13).

Instructions: Save the report in Excel and then sort by EOE date and student last
name. Remove students who EOE’d prior to the first day of school. Run this report
throughout the year to get an updated list as more students are added to your
district.

SAMPLE: Located in the appendix of the Harvest Manual.

. Locator List

Purpose: This report is a tracking tool for locating migrant students in your files
and finding their current eligibility status quickly. The list includes all children that
are “Active,” “Inactive,” and “Gone Forever.” This list should include all migrant
students for the last 10 years.

Run: Snap 12 Monthly Eligible by District

Dates: Run for past 10 years. Start: 08/01/02, End: 08/31/2012 (or today’s date, if
later).

Instructions: Save this report in Excel and sort by EOE date and student last name.
If your district already has a separate list, compare the MIS2000 locator list with the
district list for accuracy.

SAMPLE: Located in the appendix of the Harvest Manual.

. Facility List

Purpose: This report gives you a current list of all the schools in your district.
Run: Snap report called Facility List

Criteria: Following training, this report will be emailed by the MEO to each records
manager. If discrepancies are noticed, contact the MEO.
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4. Fall Recruitment Report

Purpose: This report provides the district with a list of all eligible migrant students
in their district. The district uses this report to give their recruiters the names of the
students that must be interviewed for a New Move or No New Move COE. All

students on the report must be interviewed. This report is to be returned to the
MEO.

Run: This report is generated by the MEO and will be emailed to all records
managers prior to Fall Training.

Instructions: This report must be returned to the MEO by November 15, 2012,
noting that all students have been contacted and their current eligibility status.

DEADLINE: November 15,2012 to MEO
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Fall Recruitment Report Example

The Fall Recruitment Report lists all the children that were eligible for migrant services in the prior school year 2011-2012. All children on the this list should be

interviewed to determine if they:
« Are still living in the district

* Have made new moves
« Are still attending school in the district

District Name: ALASKA

List of Eligible Children as of: 2011-2012 School Year

Fall Recruitment Report

91/2011-8/31/2012

Middle Why No
Student ID Last Name First Name  Name Facilityld EOE Term Code Term Date  Family Interviewed New Move NoNew Move Entered COE
1234567890 ADAMS HALL T. AKDHXT  6/14/2013 9/24/2012 X X
0000000001 ADAMS TOWN PEARL AKDHXT  8/2/2013 9/18/2012 X X
0000000002 ADAMS LEE APPLE AKNFJX  4/3/2014 9/30/2012 X X
0000000003 SMITH MASEY  BROWN AKDHXT 9/15/2013 9/25/2012 X X
0000000004 SMITH LILA DAY AKDHXT 7/13/2014 9/23/2012 X X
0000000000 SMITH KIA M. AKDHXT  5/25/2013 M 7/12/2012 9/14/2012 MOVED

MIS2000 Report. Print Date 4/24/20122:26 PM
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District Display Codes for Migrant

Districts

DISTRICT CODE DISTRICT CODE
Alaska Gateway AKJVML Lake & Peninsula | AKRXZF
Aleutians East AKSKCY Lower Kuskokwim | AKMQZG
Anchorage AKQMKN Lower Yukon AKNTRH
Bering Strait AKSSKW Mat-Su AKHTB]J
Bristol Bay AKGQVG Mt. Edgecumbe AKGZGL
Cordova AKPGGN Nenana AKLWRH
Craig AKKQXT Nome AKNTWB
Dillingham AKPQXP Northwest Arctic | AKNCRT
Fairbanks AKNLSS Pelican AKDNCG
Galena AKQWPH Petersburg AKPQDY
Haines AKJTHT Saint Mary’s AKJCHF
Hoonah AKDHXT Sitka AKMTYD
Hydaburg AKDMXG Southeast Island AKQXBK
Iditarod AKTGGS Southwest Region | AKMKKM
Kake AKJQYT Tanana AKLWSD
Kashunamiut AKRRQP Valdez AKQZCH
Kenai AKLTVD Wrangell AKKTZF
Klawock AKJXHP Yakutat AKRLTS
Kodiak AKPGLF Yukon-Koyukuk AKJCLH
Kuspuk AKPCK] Yupiit AKVRQX
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Priority For Service (PFS)

Alaska Definition of Priority for Service (PFS) Migrant Students

NCLB Section 1304(d): In providing services with funds received under this part, each
recipient of such funds shall give priority to migratory children who are failing, or most at
risk of failing, to meet the State's challenging State academic content standards and
challenging State student academic achievement standards, and whose education has been
interrupted during the regular school year.

A PFS student meets one of the following criteria for failing, or being at risk of failing, to meet
academic content and achievement standards:

1.

2.

3.

Any eligible migrant student in grades 3-10 who is below proficient in any content
area on SBA’s;

Any eligible migrant student in grades 11-12 who has not passed all sections of the
HSGQE; or

Any eligible migrant student in grades K-2 who is determined to be at risk of failing
to meet content and achievement standards through a district-determined
assessment such as the DIBELS, the English language assessment ACCESS for ELLs,
or other appropriate assessment.

AND

Had a school interruption meeting one or more of the following criteria:

34

1.

2.

The Qualifying Arrival Date (QAD) of the most recent migrant move was during the
current or prior school year;

An additional move related to the migrant lifestyle was made during the current or
prior school year; or

A school interruption related to the migrant lifestyle occurred during the current or
prior school year.
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Procedure for Identifying and Serving PFS Migrant Students

1. For students in grades 3-12, the Alaska Department of Education & Early
Development (EED) will produce a list of students that meets the new definition of
Priority for Service at the end of the 2011-2012 school year. This will be done
through a combination of data from the MIS2000 system and the state assessment
data. This procedure will identify students who have a school interruption under
criteria B1 or B2 in the definition. Eligibility specialists at EED will select the
identified students in the MIS2000 system and will flag them as “Priority for
Service.” The data field that flags students as migrant can only be accessed for data
entry from EED. District personnel will easily be able to see whether a student has
been flagged as Priority for Service on the student’s electronic COE in the MIS2000
program, but the district will not be able to enter or delete information in this data
field.

2. At the beginning of the 2012-2013 school year, EED will send (electronically, via e-
mail) a list of all Priority for Service students to each district records manager and
migrant program coordinator. The list will contain the names of students in grades
3-12 that meet the Priority for Service criteria (based on 2011-2012 data).

3. For students in grades K-2, EED will identify those students who had an interruption
through criteria B1 or B2 in the definition and will send this list of K-2 students to
the districts (electronically, via email) at the beginning of the 2012-2013 school
year. This list will contain names of students in K-2 who had an interruption during
the 2011-2012 school year. Districts will be responsible for sending back the same
list of K-2 students to EED by October 19, 2012, noting which of the students are
failing or at risk of failing, to meet the content and achievement standards. These
students should be selected based on district-determined criteria, such as DIBELS,
preschool recommendation, etc. EED will flag these students as PFS in the MIS2000
system. Districts can request an updated PFS list that includes students in all grades
(K-12) after November 15th,
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